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ABSTRACT . _
One of a series of 12 booklets in the

secretarial/clerical area for the vocational instructor, the
secretary/shorthand task list competency record contains a job
descrlptlon, a task list of areas of competency, an occupational-
tasks competeéncy record (suggested as replacement for the traditional

.report card), a list of industry representatives and educators

involved in .developing the project, and statements of competencies
and a separate competency record for the area of human relations and’
personal development.. Job duties listed for the secretary include a
vide variety of office tasks and general clerical tasks with emphasis
on transcription of- shorthand and machine transcription. Other

’general responsibilities noted are in the areas of reception, office

- coordination, recordkeeping, written communication, telephone and

mail handllng, and ®eprographics. Areas of competency in human -
relations 'and personal development are given as are communicgtion,

"self- development, personal appearance, office attitude, social and
* business etiquette, and job-seeking skills. Statements of
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competencies may be graded at either the secondary or postsecondary
level, and the competency records are intended to follow the student

.through vocational training‘at both levels. (MF)
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materials not available from other sources. ERIC makes every effort *
to obtain the best copy available. Nevertheless,. items of marginal *
producibility are often encountered and this affects the ‘quality *
of the microfiche and hardcopy reproductions ERIC makes available *
via the ERIC Document Reproduction Service (EDRS). EDRS is not *
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=k ak ok ok ok o 3 ok ook o ok ok 3k ok e ok ook ok o ok oot ok 3k ok o ok ok 3 ok e o e ke ok 3k ok ok 3ok ok ok ok 3k ok ook ¢ ok ok ok ok ek ok ok

g
' @



P O < 5547

§
...

Secretary/ Shorthand

| TASK LIST S, o
'~ COMPETENCY RECORD " . T

’ | '. G

' v TH
. S DEPARYMENT oFf l:i:;
t ‘N | | ) EDUCAHONN&ST\T:TEDF
ATIDNAL! )
) EDUCAUON“ EN QEPRU
H

8
N
o ;p 1 ROM \
: fuMENT WED TR
‘ ' © s DOTIRE Y A RETED WGl
' ' ErACTL 1108 OR1G
\ pur €0
',

. v
GENTOEE!
. Cau(aTiON P

RN~
335

zz %o
<

z

z

2

Pl

VT-103- 417

3
“? - o -
- STATEWIDE CURRICULUM ARTICULATION PROJECT o
+ "FOR VOCATIONAL EDUCATION ‘ L S e
3554 WHITE BEAR AVENUE ' ' ¥ ' -
© WHITE BEAR LAKE, MINNESOTA 55110 ’ o

K




_TABLE OF CONTENTS

I
/

N o ,‘-/

- I. ‘ JOB DESCRIPTION Page
o TI. : TASK LIST | ~ Page
- - | e
III. COMPETENCY RECORD - Page
Iv. .~ REPRESENTATIVES | Page

v. . DEVELOPERS .. Page
k= \— ’ *

VI. . HUMAN RELATIONS and .
PERSONAL DEVELOPMENT Page
VII. =~ | COMPETENCY RECORD Page
wirr. - DEVELOPERS . Page

%
" 1 _

~ { “t -

AN
4
\




 additionalslists are referred to as "SPECIALTZED" lists,

- and Correspondence Supervigor are not referenced to the

CROSS REFERENCE SYSTEM -

Task Lists in the secretarial/clerical area include: office services eid typist, general

personnel, medical secretdry, legal secretary, administrative assistant, correspondence specialist
correspondence supervisor, and datd entry operator, ALl Task Liste contein an add-on list of
human relations/personal development qualities deSIrsble for gradustes seeking’ secretariel/clericel
positions. ‘ o . :

office/typist, receptionist, %ujuﬂmmmwmmdswmmwNMHMﬁ education office

! Y

The task lists for office services aid, typist, generel of fice/typist, receptionist seéretery/non-
shorthand, end secretary /shorthand are referred to as "GENERAL" secreterial/clerical 1ists end ell

|
The * and the n 1ng systen i3 the key 0 crosv-referenc1ng for the specialized lists. The

: specialized 1istctgre compared to the lists for typist, general offlce/typist receptionist sec-
‘retary/non-shortha , and secretary/shorthand, When there is something on the specialized 1ist

that is not on the general lists a-* appears. The position of the ¥ indicates the level of
change made in the AREA OF COMPETENCY, The Stntement of Competency, or the Tesk. For exemple if

- the * appears before the AREA OF COMPFTENCY the entire AREA OF COMPETE CY is new, If the

appears before & Statement of Competency or Tesk then only thet Statement or Task is new, If the

¥ appears before & vord then. only thet word is new or different, It may be' necessery to refer to
ore than one general task list when comparlnp statements of competency ' R

T & | < . 5 .

The Task List for Dete Entry Operator is not referenced to the genersl lists because the tesks
are unique in that area and need specialized training, ghe Tagk | ists for Correspondence Specialist
neral lists! because tasks in thege arees

are gpplied to a word processing/correspondence center andthe procedmre for completing the tesks

.-1s different from the tasks in the general lists, The Task List for Correspondence Supervisor

is cross-referenced 85 an add=on to the Correspondence Specialist Tese ‘list,
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INDUSTRY RECOMMENDATIONS

i : ' - B
SECRETARY/SHORTHAND A

Industry representatives have made several suggestions to students who will seek employment
upon completion of this og;upationdl program.. These suggestions are generél in nature and’
descrfﬁe the kind of individual whom they wish to hire. A competent worker is one, who sat-
isfactoriillx‘performs the tasksarlisted 4n this document and one who.is mature and respon-
sible, It is important that an g&ployee have a positive attitude toward work and that he/

ghe continues to learn on the job.. . . ,

"_One way ‘an Lqployee continues to learn is through reading articles in professional journalé
and publications. It is very important for a person in this position to intelligently com-
‘municate with employers, associates, and the general public.

The employeé who is an asset to the business assumes responsibility for commpnications (both

written and oral) that leave the office. This includes using correct grammar and punctuation,
- gpelling words correctly, and proofreading carefully so that neat and accurate correctiong

are made. Accuracy and confidentiality are extremely important in all secretarial/clerical

occupations.

N ‘ : .‘ . ( . (// 111




JOB DESCRIPTION

'Sewrelary fShorthand (

\‘bn—'
'ﬁ”necretary performs a wide variety of office duties and general
clerical tasks with the egphasis being on transcription of
shorthand and machine transcription.

v

-

A secretary may perform duties in the .areas of reception,off}ée
coordination (including sdheduling), recordkeeping and maintenanct
of office supplies. Additional verbal responsibilities include
written communicgation, telephone, mail handling, filing, and
reprographics.' Skill in operating power typewriting equipment
(mag card or memory) may be necessary.

The gsecretary must have the. ability to work well with people and
be extremely proficient in the use of English, grammar, spelling,
etc., as it applies to his/her transcription responsibilities.

Graduates of the secretarial program find employment iniany size
or type of office.. f
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. TASK LIST

"

,The following Task List gives you, the vocatlonal Instructor, recommendat fons about

what_your students should be able to do when they take a job as a SECRETARY/SHORTHAND,

It was developed by a working committee of sectetarial/clerical Instructors and
Industry representatives throughout the state-of Minnesota,

' e Task List on the following pages Includes the Tasks and the ARFAS OF COMPETENCY
recommended for a graduate of the general secretarial/clerfcal occupational program.
As you utilize,&his task 11st, you will need to conttnue working with your local
advisory committee and with other {nstructors in your geographic area. Judgments
must be made, by you, concerning the amount of tire to spend in teaching various
tasks, the conditlons surrounding the performance of each task and the performance
level for eaéh task that will be acceptable.

\
LA

55 2

i1



LOC Secreluty/Shorthand | '.,,q,w PR -

¢ ! S
‘ ; -'?f."
Q(

L TS o @

‘ A;E}A (OF COMPETENCY: TYPEWRITTEN COMMUNICATIONS (VERY IMPORTANT)
. ;) 9\ ) ) . \ .
~s; ~ IV.A Types general business correspondence from: typed rough draft, haniwritten rough draft, -~
G verbal- instruction, verbal dictation at the tygevriter, machine transcription, information
S AP wmﬂmaMCmmwdutmtwwﬂmngmsMﬁMMnmeummﬂmmn‘q* .l@ﬁ

1, types employer's tusiness and personal letters in several styles e
. «including any of the following features . '

attention.line | , |
carbon notations : : : >
company name in closing '
enclosfire notations
1isted naterials

: mailing notations
aultiple page headings J
postseripts : : .
quoted meterisl
reference material
special closings |
special-sized stationery

-

o Ce. b ' 0m e @ 2 0 o o

(1) executive size .
(2) half size
(3) legal size

. stabistical data in tabular form
n. subject Ydne

2. types addresses on envelopes | | \

addresses for window envelopes .
nailing eddress (including ZIP Code)
name above printed return address
return address: T
special notations

1»’5‘@_. o % I

-
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3. types intei'office nemorenda

a. plain oaper with; appropriate headings
- b. pre-printed fov S ’
IV. Types multiple copies/ of general business _orms that are pertinent to the specific
R ‘business from: ty'psd rough draft, handwritten rough draft, verbal 1nstruction verbal
dictation at the t#»ewriter 'ma.chine transeription, information compiled and composed

at the typewr1te§¢/ggg shorthand note trenucripy!on s 7
’- »
1. . types general business forms . v ' . '
. & bills of lading® : N ’
b. credit memoramdums . ‘ . -
¢. financial reports : )
d. insurance forms ’ o
e. invoices '
f. .purcha.se orders ‘ .
g.. purchase requisitions
h. statements of account
1. voucher checks . T
J. vouchers - . , ‘

IV.C. Types miscellaneous material from: typed rough draft, handwritten rough draft, verbal instructiom,
-verbal dictation at the typewriter, machine tran cription, information compiled and composed at
‘the typewriter, and shorthand note transcriptiog .

1. types miscellaneous material - | .

¥

address, file folder, file drawer labels

a.
b. index cards

¢c. form letters, form paragraphs, and fill-in information

d. lists (e.g. mailing)

e. summary of minutes of meetings or conferences - ;
f. telegrams, cablegrams, mailgrams .

g. Dpostecards

h.

meeting agendas

8S 4




. deily vork schedules ‘
mamuseripts . ! b '
+ personnel' forms ‘ 8 -
expense Teports o

speed-reply, letters and memos

‘itineraries ;o , \
othen mgteria;s pertinent to the spegific business

O B3THE o b

. LD, Types reports (carbons may be required) from: typed rough draft, henwritten rough draft,
' mechine trenseription, and shorthiand note transcription

@

/. i._ types reports ° v ' , o * y o

«  a. end-of-month reports |
" b, finaneiel reports , o |

| ¢. miltiple page reports R |
L !

‘ (l) unbound ' D “‘ - | ,‘,\ e i
v (2) topbomd , o { ,
' | (3) legt bownd . .. R o, E ,

summary reports | | ,
gbstracts R

legal documents (contracts, policies, etc,) P
payroll reports - C |
reports unique to the business

~e-
j= ills SHI Y L By =P

s

LE. Types or prepafes copy'for reproduction -

1. types offset masters | ‘ | E
2, types masters for photo reproduction -
! . ) +

IV.F, Tybes correspondence, records, ?eports, forns, and miscellaneous material from: typed
rough draft, handwritten rough draft, verbal instruction, verbal dictation at the typewriter,
machine transeription, infornation compiled and composed gt the typewriter, and shorthand
note transeriptiop with varbon copies ' AR

85 5
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1. types materials with carbon copie

‘a. to mail - o ' o - .
b. for office files | : C .
. - . - - - ' :
? I.G. Propfreads and makes neat and accurate corrections of typed materials
’ 1. makes corrections on

. ] .
a. copies typed with fabric ribbons
b. coples typed with carbon ribbfns
€. carbon coples .
d.. offset masters’ ’

. ) . r A
AREA OF COMPETENCY: COMMUNICATIONS CQMPOSITION (VERY IMPORTANT)

I.A. Cogposes businessxietters under direct supervision b

. - . . €

1. composes business letters under direct supervision |

) a. requesting information and/or services ‘ S\\\_J
L b. expressing appyeciation : ‘ / o A

¥ - c. supplying information - g . ‘ <
' ‘ d. responding to complaints _/‘f v
e. declining a request
f S acknowledging correspondence

g. expressing acceptance

h. requesting payment

i. giving confirmation

j. expressing condolence ~
k. extending congratulations

Y

I.B. Composes business and informational reports un&er direct supervision

o

I.Cr‘ Composes and/orjedits other materials under direct supervision

~ N

18 T




‘gives dictation (such as to a correspondence center) .

edits letters dictated by others.

edits manuscripts prepared by others

. proofreads typewritten/handwritten copy (very important)

... prepares articles, amnouncements, news releases, form letters, and ¢
prepares audio and visual materials =~ - !

. collects related materiais.from severgl reference sources

’ ' . ]

-

~ IO - L O

- AREA OF COMPETENCY: RECORDS FLING AND MANAGEMENT d

‘I.D.‘ Maintains index files

I1.A. Maintaing the currently used filing system

1.. codes documents for filing:,
2. adds new folders
3. locates and retrieyes documents
4. refiles documents that have been removed
a, gingle pieces in file folders
b, entire fiie folder in draver

.. 5y searches for mi591ng and mispliﬁed materials 'ég 4‘wﬂf

izii letters

i by naintains records of materials taken out of the {les / ,'

7, follogs-up on released materials
-I.B}:;ﬁeVises'files to keep them Current

L M

L 'follows enployer's ditections for retention and disposal
.2, follows office procedures for transferring files to inactive files
- : o \

[.C.  Cross-references document%%gnd prepares crogs-reference materials

7

I.E. Maintains‘"ticklér”'files for follow-up responsibilities

LF. Maintains personal "work in progress’ file = -

|‘ t .
.

o
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1.G.
L.
“InIp

FJ,

LK.

Operntes micro-reproducing equipnent (Optional)
%MasmwﬂﬂshrMMmmmMWMg(%Hmﬂ}
ﬁgtérmines recordkeeping neeSL andusuggests a filing systen
Estnbiishes and‘seté up 4 filing nystem o ‘

1, requisitions necegsary equipmentngnd supplies N
2. prepares folders and guides t

. 3, files documents

Maintains files for shorthand notebooks

14 | \ t' J '

AREA OF COMPET_Ech; PUBLIC RELATIONS AND STAFF SERVICES (VERY" IMPORTA

IL.A,

I.3.

1|
Screens persons who enter the office = |

1.%mmmMMmwmmmmeWMWMMmmmwwmy
2. makes visitors comfortable ,

information can be obtained

3." gives appropriate information to visitors or ansvers questio:;/about where needed

4. escorts visitors to appropriate office area

4
5. makes introductions ' i
&MMMmﬂMMMMmmMmﬂmmmmmmmm
7. handles business cards
8. provides company services within the scope of Lis/her authority
9, arranges for outside services such.as taxi or limousine

Manages appointment information

1. schedules appointments N
2. record pointments and keeps appointment book current
%, remind p sons of appointments

b, records dncellations and "no shows" '

5. maintaing gliest book

55 8
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AREA OF COMPETENCY: OFFICE FUNCTIONS

I.A, Keeps the reg%ptlon area in order . ' -

\ : <

I.B.  Operates intercom systen ' | | ’
‘ , , | o
\f‘ [.Co Mainteins a bulletin board of announcements, nevs, ete,
» S ) .
I.D.  Mainteins employee information directory '//
L., VWrites/prints legibly
" | . ' /
. AREA OF COMPETENCY: OFFICE EQUIPMENT_
' 1A, Haintains office equipment .
' L changes'equipment ribbons
; ¢ cleans office equipment = !
s , 3+ recommends service on equipnent
ke Hendles service calls on equiprent
A o« handles routine malntenence of equipnent
. 6. makes minor repeirs on’ office equipment
1B, Selects and keeps equipment current

‘Lo preperes requisitions for equipment ‘
2, reintains records of equipment inventory
3 determines requirements for equipment

AREA Of COMPETENCY OFFICE SUPPlIES (IMPORTANT)

" LA, Melntelne and £eeps.up to dete personal and offlce inventory of supn’ies

1. determines requlrements for personal and office_supplies
« .

89

2'1
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Aruitoxt provided by Eic:
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L I NGY
- -

4
5
b
1.
8
9
0

1

*

\ \

prepates requisitions or requests ;
naintains and checks inventory records to determine if minimum quantities
, of supplies are on hand

. orders and obtains supplies as needed from suppliers
“checks incoming supplies with packing slip or invoice

unpacks and stores incoming supplies
maintains suppliers contact file
distributes and controls office supplies
prepares purchase orders ,
authorizes ordering of supplies

AREA OF COMPETENCY: MEETING/TRAVEL ARRANGEMENTS (VERY INPORTANT)

I.A.  Makes travel arrangements ‘

1.

-

— N
O W O ~3 O U e L B

1.,  Schedules meetings and/or conferences

- e e e e .

¢

plans'a schedule using

a. travel agency
b. printed schedules from transportation gompanies
c. travel department within company

\

cormposes, types, and mails lettels of reservation
purchases and/or prepares tickets

prepares materials for employer's briefcase
prepares itinerary

\

makes and confirms transportation reservations ' .
makes and conlitws wotel Gid Rotel reservations " 'y
obtains necessary travel funds g
complles and types expense reports i j

maintains.telephone and mail difest for absent efiployer 5
B

§
P

contacts speakers '
mails or distributes notices and specifics regarding location of meetings

schedules meeting times.

“sends confirmation notes as reminders of meetings

nakes and notifies participants of chénges or cancellations of meetings
reserves meeting room and arranges for refreshments L 80

20



Te prepares and inspects meeting room for arrangements and equipment
8. processes registration for conference participants-
9. essembles needed materials for use during neetings
10 prepares agenda for meetings
11, attends meeting end reads minutes |
12, ettends meeting end takes minutes y
13, distributes the typed minutes in person or by hail

AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS (VERY IMPORTANM

LAy ingwers dncoming telephone calls

uses single line

UsES iultiple line v

“trensfers calls to correct department or person
screens incoming calls
ansvers inquiries posed by telephone callers

- records telephone messages (date end time)
requests complete information to meke return calls
delivers telephone messages promptly

-

. L.Bi  Places outgoing telephone calls '

1. places local calls
2 places long distance calls

. dipect distance dfal (ddd) """%\

b, person-to-person
‘. station-to-station
¢, collect

e, credit card

\

3» places calls using specialized telephone services

8, conference calls .

b, overseas long-distance calls . . ) ;

¢ telephone facsimile ehuipnent S
2‘ . d, specialized long~-distance metworks such as WATS

S5 11

Full Tt Provided by ERIC.
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1.0, Places outqoing and reccives incoming talls using specialized telephone
equipment ‘
operates speakerphone
operate’s picture phone (optional)
uses bell-boy service (pager service)
uses card dialers
operates after hours message recorder
. contacts mobile phine

[= 2 TR & g PN LYY [ g ] —
- - - - -

i:D}“ Finds needed information by using the telephone directory
'

1, uses the white nagec
2. uses the yellow pages . . . . -

IT.E. Maintains internal telephone records and checks them against billing

1. keeps list of frequently called numbers current .- i

2. records long distance calls made s

3. reminds employer to return calls

4. checks bill from telephone company with record of long distance calls made
LF.  -0nit- A

AREA OF COMPETENCY: MAIL (VERY IMPORTANT)

II.A, Receives and processes incoming mail

'

éolle@ts mail from post otfice or mailinq department (optional)
2. sorts unopened incoming mail for delivery to departments or
individuals

a. business
b. personal

3, mends torn or damaged mail

4, prepares and attaches a routing slip

5, delivers incoming mail to proper persons or departments
6. makes notation in mail registdr

Q .

ERIC | - YT




10,

11
12.

o O3 ~2
- - -

\

%iqns for packaqes received from shippers or UPS

pays for packages received COD

determines disposition of inadequately addressed mail

opens incoming business mail, sorts contents, checks enclosures,
time/date stamps T *

attaches pertinent information to incoming mail

makes filing notations and/or calendar notations

t

(

I.B. ‘Prepares outgoing mail

oL Cad (-2 p—
- - - -

o

collects mail from other offices or departments {optional)
folde and chuffe anvalopes for mailing

addresses envelopes for mass mailings

decides on least expensive and/or most desirable methéd of communication ‘

or delivery : , A
procasses outgoing letters and packages requiring special handling and/or
special rates 1

processes bulk mailings

prepares and .sends telegrams, cablegrams, or mailgrams

prepares, updates, and checks mailing lists

operates a postage meter v
records use of postage meter in "Meter Record Book" L

tzkes postage meter to post office to be refilled (optional)

operates a postage scale to determine correct postage

attaches correct postage

Wraps packaggi for mailing

writes oip clis on inzoming or cubgoing mail

files return receipts from registered or certified mail

insures mail

registers mail

AREA OF COMPETENCY: &EPROGRAP\HIC SERVICES

J

IT.A.  Supervises and/or credtes needed copies

1.

operates duplicating equipment
)

LA | %13
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!

a. offsot
b, copier

2, collates materials < ’

d,  manually
b, by machine

3. binds materialg °

'a. nanuvally
b. by machine

L

§. folds pages

a. manually
b by machine

¢ 3, proofreads to insure accuracy
1.B.  Makes decisions .about reprographic needs

1. decides what materials need to be copied

2. decide; on the least expensive and/or most desirable method to
dupliqate materials

3. makes arrangements to have materials duplicated

AREA OF COMPETENCY. NUME}IICAI. DATA (IF NO PAYROLL OR ACCOUNTING
L DEPARTMENT EXISTS)

I.A. - Maintains a petty cash fund (Ontional) A
obtains chdcks to establish or replenish petty cash fund
makes payments from petty cash

prepares vouchers for money taken out or received
records petty cash entries in a journal or chick register
prepares petty cash reports

L e Lo B
e & & 2 =
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[}

L, Malntains e pegboard accounting system s necded for specific business
(evg, payroll, cash receipts)

Lo Prepares bayroll

WD Cxoy —3 O v
- -

10,
1.
12,
13

dgistributey ek Fornsto new employees

rointadns personnel records

prepsfes time cerds for employees

computes payroll | .

g, time worked |
(1) timeciock’ | / |
(2) hapdvritten records .

computes eity, Stete, or federal taxes uging printed tax tables
records tire, earnings, etc,, on employee's earnings record
prepares payrcll checks . ‘

distributes peyroll checxs /

compiles peyroll information to pr&yére employer's quarterly and
annuel tay forms .

prepares and neils peyroll tax reports

presares apd neils/distributes end of year reports (W= Forms)

xeeps records of vecgtion time :

keeps Dersonnel records of sick leave

L, Melngains checking account

1,
2,
3
]"0

[Kc

Aruitoxt provided by Eic:

preperes receipts for incoming cesh

enugiats iuUUAihg‘QhQCh; s luyubl‘

prepares bank feposits from incoming cash

enters amoyat of deposit in chackbook

anters deposite In Jodrnals or check reglster

tekes deposits to Dank uccordins to sceepted procedurs
prepares checs

usey Checkprotector .

enters ChecVS yritben n Journal or chock register
recontiles bink statements,

¢i1es cancelled checks

83678 & chock signatire cord to bign chuckl .

wy 0



[LE,
)
'
“ IoFl
I.G,
L.,
07
i
¢
O

Dot cheeis (upﬁiounl)

Py pureliees specind ehiecky from the bank
H, ~'(‘”1¢li(‘*l Hj
b bank dralts
¢ maney ordery
Handles poynert of VIS ane stubements
Lo cheeks weeuracy of source, docunents

Jooverifies itens and checks n@nlruhy ant [fgures on statements
Looeeleelates discounts

Gy oprepares chiecs
2o records on the invoices or statemen Ls the date paii\ check number,
initials

(b, wttaches stubs of bi1ls to chechs and presents for signature

T, files invoxces/statements narked paid
Maintains accounts receivable records

1, calculates accounts rccelveble from source documents to keep custorer
ledger cardg current
2, prepares billing for accourts reseivable

8, rakes e copy of the bill
b, mails the bill

'

3. prepares list of delinquent accounts
Mainteins accdunts payable records

1, calculates accounts payable from source documents to keep accounts 9
~ payable records current .
2, records peyments

A ]

Maintains journals | 3

1, preperes purchese orders, invoices, vouchers, receipts or other source
“docuents to record in journals

2, records data in Jjournals for financial statements

3. prepares periodic trisl balance of the books . 55 16



I.I. Keeps necessary records for the business

records promissory notes and drafts

. records maturity dates

records insurance f
records taxes

I Ly O

~ AREA OF COMPETENCY: DATA PROCESSING (VERY IMPORTANT)

I.4. Codes forms for data entry

A}

1.5, Reads éomputer printouts to obtain informétion to prepare réquired reports
I.0. Checks source documents against computer orintouts for sccuracy

1.D. Operates CRT display screen to check for accuracy or verificatlon of
1nformat10n (Optlonal) '

U

4

AREA OF COMPETENCY REFERENCE MATERIALS (VERY IMPORTANT)

II1.4, Uses general reference nsterials to look up spelling, pronuncistion, t
definition of terms, compose, edit, and eid in resesrch 3 {

e

1. uses general reference materials

v office or ~onpany s procedures manuals ,
dictionary :

S,

a
b

¢. ‘telephone directory and yellow pages

A, aniek reference wordsumnual

e. thesaurus |

f. outside ag:n es (both internal and«externel to the profession) , -
g. city direc. .y o R

h. postal manual AN
i, ZIP Code directory B ¢
J. secretary's reference manual \
k. conpany files | .
1. past records | , et
m. word division manual o ) o

. 3 .

0

<7 T

. equiprent operator manual |
. 1library ¢; 85 17




I.B. Maintsins a reference library :

" AREA OF COMPETENCY: MACHINE OPERATIONS (VERY IWPORTAND f

I.A, Operates the standerd manual typevriter to.perform basic office duties

[.B, Operates the standard electric typewriter to perforn basic office'duties

t—1
<2

Operates the selectric typewriter to Gerforn besic of%ice dupies

I.D. “Operates the ss_’-correcting typewriter to perform bvasic office duties (Cptional)

.

I.E. C(perates the pr*:ortional_spacing~typewriter to perform basic office—dutieé (Optionalf

[.F. (Operates the automatic/pover typewriter to perform basic office duties )

¥ind:

- e . T e et e et s mee S -

I.G. Operates the 10-key adding,machine to perform basic office dutiés

[.i. Operates the electroniq\i:splay celculator to perforn basic office duties
Ik 1. Operates the electronic printing calculator to perforn basic office duties
[.J, Operates-the printing calculator to perform basic office duties (Optional)

[.K. Operates the full-keyadding machine to perform basic office duties (Optional)

I .
I.L. Operetes the transcribing macHine to perform basic office duties

AREA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE SIMULATION,

STUDENT ORGANIZATIONS (OPTIONAL)

Participates in supervised work experience training (co-op or internship)

a8

[.B. Participates in & simulated office program

42

[.Cs Participates in co-curriculer student organizations

sq 18



COMPETENCY RECORD

The COMPETENCY RECORD that appears in this section is
suggested as a replacement for the traditional report
card. It can be used to give employers, teachers,
counselors, students and parents information about
what each student can and cannot do.

The COMPETENCY RECORD should follow the stttdent through
'his or her vocational training in the secondary and/or

the post-secondary school. The recommended grading scale-
is.,.shown on the COMPETENCY RECORD. The COMPETENCY RECORD
on the following pages includes ALL the AREAS OF COMPETENCY
recommended for a graduate of the Secretary/Shorthand

Jccupational Program.
s

=
2
C

ERIC

Aruitoxt provided by Eic:



CwEmOERD

occupsTIons. PGk Secrefary/ Shorthand Nl Ot Clucknl_

Tais corpetencv record tells what the student, who is named ahove, has demonstrated that he or she caﬁ
do. A graduate Is one who has demonstrated competent performance of all the tasks designated fof this
occu?a?lonal program. This competency record is to be used as an expansion of and/or supplement to the
traditional report card, Student performance can he rated at the secondary and/or post secondary level,

RATING SCALE: ' | N
.
5 - Perforns task(s) with ability that consistently 1 - Is unable to perform task(s).
exceed(s) program minimun standards set for job .- |
entry level; very competent, T - Denonstrated ability to perform task(s) at or
| | | | - above job entry level by taking a challenge
4 - Perforns task(s) at job entry level; competent. test, T e
3 - Performs task(s) with periodic assistance. PWPM - Actual produétion words per minute (PWPY)
‘ : " obtained by student., . ;
4=, 2 - Performs task(s) with constant assistance, S | ' R A
T —————— e —— e ————— ———— ot
| R :
SCHOOL(S) ATTENDLD: , . DATES ATTLNCED INSTRUCTOR'S NAME(S) -

!
Y

e




: *ﬁ
HINIMUM SECONDARY POST SECONDARY

PROCRAM | .
STANDARD MIDG MR, DI\ BATING YR) NSTR

hREA OF COMPETENCY: TYEPWRITTEN COMMUNICATIONS (VERY IMPORTANT)

IV.A. Types general business correspondence from: typed rough
draft, handwritten rough draft, verbal instruction,
verbal dlctatlon at the typewriter, machine transcrip-
tion, information compiled and composed at the typewriter,

and shorthand note transcription . 4
v ! A . v

IV.B. Types multiple copies of general business forms that are
pertinent to the specific business form:—typed rough .
draft, handwritten rough draft, verbal instruction,
verbal dictation at the typewriter, machine transcription,
information complled and composed at the typerw1ter, -
and shorthand note transcription e

IV.C. Types miscellaneous material from: typed rough draft,
handwritten rough draft, verbal instruction, verbal
dictation at the typewriter, machine transcription,
information compiled and composed at the typewriter,
and shorthand note transcription

S

e
T .
= >

- ~fIL:D.-Types reports fcarbons may be required) from: " typed
rough draft handwritten rough draft, machine transcrip-
tion, and -shorthand note transcription

I.E. Types or Q;epéres copy for reproduction

IV.F. Types correspondence, records, reports, forms, and
miscellaneous material from: typed rough draft,
handwritten rough draft, verbal instruction, verbal , L |
.dictation at the typewriter, machine tramscription, in- So|
formation compiled and composed at the typewriter, and f:f
shorthand note transcription with carbon copies :

s




MINDMUM | sEcoNDARY POST SECONDARY
PROGRAM
STANDARD{ RATING| YR, [ INSTR, | RATING | YR, | INSTR
TT ]
" 1.G. Proofreads end mekes neet ard accurate corrections )
of" typed naterial —

.

1. Rough draft _ pwpm (__ pwpm standard) for  minutes (__ minutes): Machine transcription _ pwpm (' pupm
|\OHDERTS: standard) for  minutes (__ minutes): Shorthand (Rind: - ) taken at _ wpm (, pwpm standard)for
tinutes (_ minimun minutes) with _ % accuracy (7 minimum accuracy): Shorthand (Kind: ) note transcription at
__pwpn (__ pwpn minimum standard)

.

AREA 0F

\

COBPETE§CY: COMMUNICATIONS COMPOSITION (VERY IMPORTANT)

'
|

LA

Composes business letters under direct supervision

I.B.

Composes business and informational reports under
difect supervision '

L.C.

Conposes and/or edits other material under direct
supervision

Corment s

AREA OF

COMPETENCY: RECCRDS FILING AND MANAGEMENT

X
\

!

ILA, Meintains the currently used filing systen

':)
fa

85 22




#

MINIMM | SECONDARY POST SECONDARY
PROGRAM '
sTDARD | RatTvG) YR, | TNSTR, | RATING| YR, | INSTR,

”

| 1.83 Revises files to keep them curren:
e | _

_r

|

L.C. Crossereferences doctments and prepares cross-.

reference raterials

)

A

[.D. Maintalns index files

I.3. Maintains "tickler" files fd( follow-up responsibilities

'IF. Maintains personal "vort in progress” file .

1.G. Operates micro-reproducing equipment (Optional)

N
]

LU, Selects materials for micro-reproducing (Optionali

1)
I.I. Determines recorakeeping neeis ana suggests & filing
systen

I.J. ZEstablishes and sets up a filing system

I.R. Maintaing files for shorthand notebooks

Comments:

§S 23

<



\

AREA OF COMPETENC™  PUBLIC RELATIONS MND STAFF SERVICES (VERY

IMPORTRANT)

! N

f_r—ﬁ—

MINTHUM
PROGRA | | .
STANDARD | RATINC| V2, | THSTR, | RATING | YR, | INSTR,

SECONDARY POST SECONDARY

|ILA. Screens persors who enter the office

1.B. Manages appbintment information

Comments:

ARER OF COMPETENCY: OFCICE FUNCTIONS

I.A. Keeps'the reception area in-order

I.B. Qperates intercom system

I.C. Maintains a bulletin board of announcemente, mruT, e,

1.0, Maintains employee information directory

I.E. Writes/prints legibly

Comments: | o

k s



AREA OF COWPETESCY: OFFICE EQUIPMERT

MINIMM
PROGRAM
STANDARD

SECONDARY POST SECONDARY

RATING

1R,

! “ '

INSTR, | RATING| YR, INﬁ?R.
&

II.A. laintains office equipment

II.B. Selects and keeps equipment current

Comments:

EA OF COMPETENCY: OFFICE SUPPLIES (INPORTANT) .

[TI.A. Maintains and keeps up to date personal and office
inventory of supplies

Comments: 'R

Ty

AREA OF CCMBETERCY: EETING/TRAVEL ARRANGEVENTS (VERY INPORTANT)

I.A, Makes travel arrancements

I.B. Schedules meetings and/or conferences

o

-0
55 25



g

Comments:

I MINTMUM

PROGRAX

 SECONDARY POST SECONDARY

RATING| YR, | INSTR,

*REA OF COMPETENCY: TELEPHONE COMMUNICATIONS (VERY IMPORTANT)

LA, Answers incoring telephone calls

I.B. Places outgoing telephone calls

I.C #®

. . . s L s
laces outzoing and receives incoming calls using
speci

alized telephone equipment'

I.D. Tinds needed inforration by using the tglephone
directory ' ’ A

II.E. Meintains internal telephone records anu ciecks hen
against billing

s

II.A. Receives and processes inconing mail

ERIC

IToxt Provided by ERI
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! A

- WINIMUM SECONDARY POST SECONDARY
4 BROCRAN ' |
- | STANDARD [RATING| YR, | TNSTR, |RATING | YR, | INSTR,

L.B, Prépares outgoing meil

Commen?s:

5 ' 4
i

AREA OF COMPETENCY: ‘REPROGRAPHIC SERVICES (IMPORTANT)

IT.A, Supervises and/or creates needed copies

[.B., lekes decisions about reprographic needs

Comments:

AREA OF CONPETENCY: NUMERICAL DATA (IF WO PAYROLL OR
ACCOUHTING DEPARTIENT EXISTS)

I.A, Maintaips & petty cash fund (optional)

[.B. Maintains a pegboard accounting system as needed for
specific business (e.g. payroll, cash receipts)

I,C. Prepare$ payroll

i

I.D, Mainteins checking accoun

\ ...;.....................-.-.u.-#-----l---d-f ---J---Li--;J




LY. Fandles paynent of bills and statements

MINIMUM
PROGRAM
STANDARD

“\#———L

|

SECONDARY

RATING| YR, | INSTR,

POST SECCNDARY

RATING | YR, INSTR.r

e

L.F. Maintains accounts receivable records

[.G. NainLajsﬁ accounts payable records
i

L Huintains journals

LI Keeus nccessary records for the business

!

Comments:

~3zh OF COMPETENCY: » DATA PROCESSTIC (VERY TMPORTANT)

¥

/ .

MAd " o “ +
LA Codes Torms for dots iy //

N
.3, Reads computer printouts to obtain informetion to prepare
required reports '

[.C. Checks source docunments agalnst computer printouts for .
aceuracy '

I.D. Operates (AT display screen to check for accuracy. or
verification of information (optionel)

i

$S 28



___F—-———lu———-'—'

MINIMDM SECONDARY POST SECONDARY

[rmtn————— SR

Corments: r

PROGRAM
STANDARD | RATING| YR.l INSTR, RATING' YR,I INSTR,

AREA OF COWPETERCY:  REVERENCE-MATERIALS (VERY TMPONTANT)

ol
-

II1.A. Uses peneral reference materials to look up spelling,
pronunciation, asfinition of terms, compose, edit,
‘end aid in research

' 1.D. Maintains a reference library

comments:

u

AREA OF CCYPETENCY: MACHTNE OPERATION (VERY IMPORTANT)

1.4, Operates the standard manuel typewriter to perforn basic
office duties

I.B. Operates the standard electric typewriter to perform

basic office duties ! \w
) \
I.C. Operates uhe selectric typewrlter %0 perform basie
office duties
e

§$ 29
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i

Mw

MINTMUM
PROGRAM
STANDARD

SECONDARY POST SECONDARY

RATTNG| YR,| INSTR, | RATING | YR, ] INSTR

[0,

Mrierates tho sel f-correebing Lypewriter Lo perforn
isie ofiee ey [t ional)

o™ ee dnting

AR i, _ o W— - S
LE Dpertes the projorttoual spacine typewriter to ,
. f
veerorn basie oriee it fen /“'ﬁl( i) i o ,
' N
\ .
'[ ! rm”“u'“ o mlt o ‘lt i, [ ey ‘un,\m\l“ I- 0 I,lnﬂorm .
/ ? “‘.\‘ ‘)!i“\r\ !\) “”. (.“yt1\ n‘\ V,'m" s R { ' )
JF - e e T aneat VISWESEVITINES SOV F—
|
L Derates the W0-ey adding nuchine Lo perform basic ,
l '

—— J

JRE——

deetes the elestronic dsulay calendgtor to perform

v P -"0"1..1 ‘Ju"‘n*
[

Ao .

A4
1

LI Operates the electronie printiny calewlator to perform
Yarie o"fice dies | ¥
e M &
/
L. mreratee the printine calowlator to perforn busic office
L]
Jotios (0ciena)
LE. Cierales the full-key addine mechine to perform basic ! ‘
o e dubies (.guionnl} : ;
-
| |
LI fperates the trenseritine rachine to perform basic
o Tine Ipties ! A J ;
Comments:
’
h‘ ——
6 &
L
/! ,

as 10



k3

. 4___'_
MINDOH{ - spoonpagy POST SECONDARY
| PROGRA |

STANDAZD- | RATING | YR, | INSTR,| RaTING| YR, | TNSTR

' . ) “‘.

L— S '

AREA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE

STULATION, STUDEIT CRCANIZATIONS (OPTIONAL)

LA Participstes in supervised work experience training
(co-0p or internship)

b RIS

[.B. Participetes in a sinulated office progran - | L

I.C. Participates in co-curriculer student orgenizations

[
]

Comment,

' : ' . , i
Statements of competencies can be graded at either the secondary or post-secondary level,

)
. . ¢
e e
e

. : h 6 rn
(i | : |

Uy
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THE FOLLOWING INDUSTRY REPRESENTATIVES WERE INVOLVED

INDUSTRY REPRESENTATIVES

IN THE DEVELOPMENT OF THE TASK LIST FOR THIS OCCUPATIONAL PROGRAM

Mrs, Arlene 0'Malley
3 Company

-1k

3 Center

St. Paul, MV 55101

Ms, Marilyn Grieg
1945 Oakdale

dpartment 117

West St. Paul, M§ 55118

Ms, Nell Ingles -

Univac Plant 8

3333 Pilot KIiOB

Fagan, M 55121
1

.f‘-?v
Mr, H, Bo Eichinger

5.8, Foot « Kenning Bench Street
Red Wing, MV 55066

)

Ms. Mary Ruprecht
140 West Myrtle Street
Duluth, M 5581

Ms, Cheri Hopkins
3601-16th Avenue South |
Minneapolis, MY 55k07

Ms, Kathleen Aubert
‘Ms, Jankraus

St. Peul Companies
385 Washington

St. Paul, MN 55102

s, Ann Thomas
 Nlorthwestern Bell Telephone
408 st. Peter |
Suite 100
St, Paul, MN 55102

¥

- Minneapolis,

Ms, Barbars Mark
Olsten's Temporary Service
173 Metro Square Building

-St, Peul, M 55101

Ms, Vicki S, Ores
American Hoist and Derick
Lorporation Division

63 South.Robert
St. Pauly MY 55107

LY

Ms, Mary Challenger

First National Bank of
Minneapoli

120 South 6th Street

55402 .

M5, Pylis Ward

0ffice Manager

¥illmer AVTI

Box 1097 - "
Willmer, MY 56201

69
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Dr. Laura J. Burger, Director

Ms. Deena B. Allen, Curriculum
Specialist

Statewide Curriculum Articulation
Project

3554 White Bear Avenue

White Bear Lake, MN 55110

Ms. Copnie Xohls, Curriculum
Specialist
Statewide Curriculum Articulation
Project
Brainerd A.V.T.I,
, 300 Quince Street
Brainerd, MN 56401

Muriel Copp
Red Wing A.V.T.I.
Red Wing, MN 55066

(]

O
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DEVELOPERS

Curriculum Articulation Project

{

Lois Johnson .
Dakota County A.V.T.I.
P.0. Drawer K
Fosemount, MN 55008

Judy Nelson
Tech High

12th Avenue and 7th Street So.

St. Cloud, MN 56301

Willa Canpbell

St. Cloud A.V.T.I.
1601 Ninth Avenue

St. Cloud, MN 56301

Doris Duray

Red Wirg Sr. High
523 East Avenue

Red Wing, MN . 55066

-~continued-

Ray Stapleton R K RQ%’ﬁ
44th Avenue and 4th Streef Sy
Derfield High S¢hool - .- . | =

Culuth, MX 55807 R
Sue Carlson 0 .
Runestone Cooperative Center
511 Hawthorne Street
Alexandria, MN 56308

Sue Thompson

Simley High School

2920 East 80th Street

Inver Grove Heights, MN 55075

Frank Jorcdon
Richfield Sr. High

8100 Harriet South
Richfield, MN .

71
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-DEVELOPERS'continued-

|

1

Cheryl Boche - Sylvia Lee

So. Washington Co. Schools Hennepin Technical Center

Park High | North Campus

8040 80th Street South 9000 North 77th Avenue

Cottage Grove, MY 55016 Brooklyn Center, MN 55445
no .

Eva Sova Richard 0lson

St. Cloud A.V.T.I. Granite Falls A.V.T.I.

St. Cloud, MN 56301 . Granite Falls, MN 56241

Dorothy Hansen

Hennepin Technical Center
9200 Flying Cloud Drive
South Campus

Eden Prairie, MV 55343

9
J
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HUMAN RELATIONS AND PERSONAL DEVELOPMENT

Secretarial/clerical personnel work with people. For this
reason additicnal competencies in the area of Human Relations
and Personal Development are needed by the student who Wlshes
to become employed. Peorle work together when they have -an
understanding of themselves and their co-workers and when they
willingly make appropriate adjustments in their own behav-

ior.

The STATEMENTS OF COMPETENCY shown in the following .section of
this task list répresent the minimal Human Relationship and
Personal Development gkills needeéd by graduates of secretarial/
clerical programs. It should be recognized that students will
continue to learn about themselves and others through daily ex-

periences they have in their careers.

By




HUMAN RELATIONS AND PERSONAL DEVELOPMENT

AREA OF COMPETENCY: COMMUNICATTONS

A. Demonstrates acceptance of people in a friendly business;like manner

1. interacts verbally with people in communicating a message

™ Lo oo

enunciates clearly

uses correct grammar and appropriate choice of words
shows/demonstrates tact

responds courteously

uses a pleasant speaking tone, rate and volume W

2. asks, remembers and uses persons' names in communicating with people

3. interacts non-verbally with people in communicating a message
i

i i

a, recognizes the meaning of facial expression
b.
c
d

recognizes the meaning of body language

. recognizes the meaning of eye contact
. recognizes the meaning of hidden messages

B, Listens to and responds to-the messages received from co-workers, supervisors and visitors
. Lo

B~ o o —
P -

takes notes when receiving instructions

periodically looks at the person who is speaking to obtain visual cues
asks for clarification when the message 1s not understogd

concentrates on one thing at a time as directions are gfven

{

C. Gives directions and responds to other people

I, makes use of an understanding of human behavior

2. displays an ability to be assertive without being offensive
3. deals effectively with angry or defensive co-workers/customers
b, recognizes the uniqueness of and differences in individuals

79 AREA OF CORPETENCY: _SELF-DEVELOPHENT

A.  Demonstrates a disposition for continued personal growth and understanding of self

m/on SS 14



thinks positively about himself/herself and his/her future
does not show off to bolster his/her self-confidence
vaits for what he/she wants
makes up his/her mind decisively
admits his/her shortcomings
recognizes and builds on his/her strengths without beconing vain
seeks out new ways to develop his/her talents
* has a realistice self-inage based upon the way that others see bim/her
has a positive attitude about self add others

3. Displays personal development for social living

D 0D~ O LA e Lo B e
s TPl

handles personal finances
2. chooses life style and housing options

a. displays an ability to live and work with others harmoniously
3. chooses safe and reliable transportation
b, identifies personal biases, prejudices, and stereotypes

C.  Shows emotional maturity \
. tolerates frustrations .
2. thinks for himself/herself | B
3. 1is calm and exerts extra effort to keep on an even level »
b, tackles unpleasant tasks without self-pity | ¢!
5.  takes responsibility for his/her own actions
6. - understands his/her role in group dynamics
1. takes orders without becoming obstinate
8, 1is motivated by a long-range plan, not by whins or desires of each‘passing veek
9. does not nurse grudges or try to get even

D, Maintains professional maturity

1. has clearly defined career goals | ' ' ‘ R |
a,  views his/her job professionally, rather than as only a means of obtaining a pay check
b, sees job satisfaction as part of good mental health

¢. sets realistic goals based on his/her abilities

AREA OF COMPETENCY: PERSONAL APPEARANCE

A, Maintains good physical fitness behavior patterns

I, gets sufficient sleep | . e
Fri) - | ‘ . ' (0
Q 2. shows good nutrition ,
HR/PD $§ 37
o




) Lo ) ‘ b“.'l“; !
w ,
- . Co,

3, gets proper exercise | i ' ] \ - ’
‘ g
!

4, ' has.annual dental and medical check-ups ) o
5, has good pogture » | 8 3?&}%
: ‘ , ‘ t Co g AR
B, Shows good visual poise | e :
! |, demonstrates an appropriate method of standing, valking, sitting.' bending ‘and lifttnﬁ _ | “ g5
\ . ’ | ) "‘,g" {’ b
. Selects and wears proper office attire ,
’ L, is groomed attractivelz and tasteﬁully o
& years clean, wrinkle free garments . S o
: b. wears flattering colors and jarment styles for his/her figure R C
i ¢. chooses accessories that are appropriate for work
(1) fads | o R oy
(2) fashions . ' EUE
d. coordinates colors of garments and appessori.} Wom together. S
e. plans a vardrobe for a limited budget’ S c
f. years shoes that are quiet, polished, fastened and* in good repalr . .
| ok shops for clothing that 15 well constructed 80 that it will last
D,  Hag good personal hyg‘lene habits ' v | ‘v‘
t; l. - bathes his/her body“regularly o \ |
2. - uses antiperspirant 3 o | |
. 3. has clean hair; skin, teeth, nﬁils, and. breath ' o
-4, wears cledn ‘clothes that have been laundered properly @ -
-5, removes haly properly and regularly from selected areas qf the io‘dy ‘
6. applies cosmetics in a skillful way to enhance features L '
7. subtly &Pplies body. fragrances N 7’ ‘5 ©
| - R B
AREA OF COMPETENCY OFFICE ATTITUDE ' o P“ RS 'f_{”' e
A, Relates to malev and female co-Workers of 4ll ages skills, backgrounds “and ppsitions
L, contributes to a tean effort . i o ;;f“w;f . T
| a’. | requests and/or -gives agsistance to other people v ‘, o ‘ t ’ y -
b- handles constructive/non-constructive t\riticism and"profits froin_ ié v " A ,
' declines invitations gracefully . Core At S ,
“ [d, - responds cheerfully and gives praise when’ appropriate ‘ . *,.?g,? : S _ OO
79 , e {g supportive and encouraging to co—tgorkers S AoV
AU ERR ' . - o K ? ’ ’




2,
3‘

5

assumes individual job responsibility
deals offectively LLd iriction and tension within the office
Q\ .

'R « ,

co-d&rkoxq who don't assune full share of workload

mood iness af co- du1kereﬂw pervisors

favoritism mdng staff

personal problems which interfere with work

of fensive language or behavior of co-workers, supervisor or CUSEOMETS
~ inproper hvgiene of co-workers which is offensive to others

angry custorers

chronic complainers

short- temper‘ed co-workers, shhervisor or self

i

e D02 Fh (T e O oo

Supports company and employer by exhibiting professionalism : |

L B o RO —
- -

, | Shows that he/she is dependable in the office situation

- ¢~ pakes coffee and keeps coffee area neat and clean

"2, shows flexibility and willingness to try“new aperoaches |

shows loxalty w conpany
fOJ.LUWD an Lumpauy b pULLLu:b
naintains canfidentiality of company/institutional information

J

anticipates needs of supervisor iy

demonstrates cost confrol L

a, conserve supplies \ S ;7

b, useltine efficiently
¢, develop and 1mprovd§personal work methods and procedures

‘displays good hdhsekeeping habits

a. cleans and maintains work area 4!&
b. cleans and organizes employer's work area as instructed

shows professional commitment to his/her employer

Ty
b,

a
b. 1is versatile and willing to adopt his/hér behavior to new situatitns

g, wildingly works ovéytine to meet scheduled deadlines '

d. asserts his/her feeling, needs, hnd competence in comunicating: with hiS/her employer
about salary, benefits and company policy \ -

! P

CHR/D $§ 39
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‘e
A .
b .
N ERAAAN
. K

e (R

has work habits that insure work beihg’ accmshed on time and correctly | |
- arrives at work on time and maintaing scheduled working hours e

plans and schedules vork assignments and prioritieg A

ety

takes reasonable coffee breaks and lunch brgaks Pty

has a good attendance record with sick leave and personal days taken ﬁign>nqusqafy
Pays attention to detail so that high qualdty, vork 1s maintained cggalforitly. - .
. follows through to completdon work thaf has been started L

—~ O U S L RO —

D, " Shows tnitfative in gainil professional ‘advancensnts
L. seeks job/self enhancement eXperiences | Y
a0 ypdates hisVﬁér‘skil &'ind knowledge through formal education, in-houge training, end
L Infornal comunicationds - ‘ o
b participates in‘professidp@$:6féﬁnizations

. gy 3 , :
2. selects or rejects.job promotisns based on opporthinity, personal goals, and circumstances

3 exanines alternatives and engages in career planning ‘ L .

(1) long ter
(2) short term

.

AREA OF COMPETENCY: _SOCIAL AND BUSINESS ETIQUETTE ’,

&

A, Displays proper sg!ial etiquet;ef

/
L. etiquette for social functions (e.g.introductions,’table manners, common courtesy)

B, Displays proper business etiquette , . '

I converses with co-workers and guests in a socially acceptable manner, within the tine.
constraint of the office situation oo

8. office business (non-confidentia}) , e |

b personal business . . . - B L‘\ F
43\ soclal events . ., - ‘ P ¢

d.  topies of general; fhrest g

¢

' g . v . uy ;
2. uses the informal commun ations network (grnggiq%) within the-office in a ‘positive way }

‘ | ' R N 84
3. refrains from contibuting. to office gossip s . . %
S ¥E oo, o P
*"@l ) . ‘ ) ‘.‘“:
* ) e §s i
N A, W/ S50
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4. addresses superior properly (e.g.Mr., Dr., Ms,, etc.)
. J. .
. formal
b. nou-formal
»

AREA OF COMPETENCY: JOB SEEKING SKTLLS

A. Identifies job opportunities for which he/she is qualified

5 i .
P 1. checks school bulletin board

. reads ncwspaper ads
3. contacts employment agenciles

ke d. K State i‘
b. private

4, uses personal contacts
" B. Prepares for job interview
. " \
_ . writes and typgyxcsume
g. . composes and type} a letter of applicatiom
' contacts a prospective employer L2

arrives on time ,
. conveys an optimistic outlock and wlllingness to learn

LV B~ WO G

C. ﬁ’rticipates in a job interview

dresses and grooms himself/herself appropriately
2. obtains job information from perspective employer

fu—
-

] a.  job requirements
/. . - b. \benefifsp | , 3 L,
: . senvironment : ¥ R
d. * salary | E
€.  opportunity for advancement
f.  company's purpose and function
, B . |
D. Follows-up on the job\inteix%ew \ T 4.
' 1. ° sends an acknowledgment letter
S 2. makes a phone call .




COMPETENCY RECORD

HUMAN RELATIONS AND PERSONAL DEVELOPHENT

_ OCCUPATIONAL PROGRAY Secretury/Shonhand J\Jame 06 Qlud@nL

This competency record -te]ls what the student, who 1s named ahove, has demonstrated that he or she can "
©do. A praduate is one who has demonstrated competent petformance of all the tasks desipnated for this
* occup;tional program. This competency record is to he used as-an ‘expansion of and/or supplement to the -
traditionad report card, Student performance can be rated at the seconaary‘andfor post Seaqadary levig§w~

RATING SCALE:
5 - Merforns task(s) with ability that consistently 1 - Is unable to perform ;ask(s).
exceed(s).program minimum standards set for job | L
entty level; very competent, ' T - Demonstrated ability':o«gggfo  task(s) at or
- , above job entry level by‘tak&ng‘a challenge
4 - Performs task(s) at job entry leTel; competent. test. ‘ - :
J - Performs task(s) wiig‘periodic aQSistance. PWPM - Actual production words per minute (PWPY)
N ” obtained by student, | B
2 - Pﬁpforms task{é) with constant assistance, | g ‘ L]
8 ' . : r - % .
.“ - S | ” 5
SCHOOLiS) ATTENDED; L _ DATES ATTENDED  INSTRUCTOR'S NAME(S)
= 7
—— —bn -
- $
} !}i‘;v .

e ;,__i;;\; L . | HR/PD 8 42




’ ! " ' 1 | | |

v
MIERRU L spoowpary - P0ST SECONDARY
PROGIA
STANDARD JRATING | VR, | TNSTR, f RATING] YR, | INSTR
B OF COMPEIBNCY: CowicaTions ’
‘ . ) ]
A Demonstrates aceeptauce of people fua {rivadlyv-business-1ike f
nanner e
B, Listens to and responds to the sessaes recelved from co-
workers, smpervigors aad visitors* ‘
C.  Gives dircctions and responds to other people

Comments: ' ‘ ' ‘ '

AREA OF .COMPETENCY:  SELF-DEVELOPMENT

bae
A, Demonstrates a disposition for continued personal growth and
» understanding of self

B. Displays personal development for social ilivingL

¥ ¢
i} . , )
C. Shows emotio@?maturlty . : ‘
i ’ l \‘ v [‘ _Vk’ ) . v. “
D. Maintains professional maturity = Wiiva”
%
Comments: .
| *
. . B
ty | . 1
I L ‘ g : :
T N 5 i l :*F m t ,‘ i
P ‘ 3

AREA OF COMPETENCY: PERSONAL APPEARANCE

A. Maintains good %ysical fitness behavior patterns

B. Shows good visual poise

C. Selects and wears proper office attire ¢ ]
- . ‘ . : : — ‘
D. Has good personal hy'gienle habits N !
b F
e s /D 5543 &é




R

D

| M "\ YA v 3
) MY L seoowany POST SECORDARY
PROGRAM
.C‘TM:UW“ p}l’r‘m v T,\!Q
Comment s:
A
AREL UF QUMPLTESCY: 070l ATTITUDE N
- i.,__.__ o - — : ‘
o ‘ | | |
A Relates to A le pud temile coworkesd of all ages, skills,
ba j@%Lruund N <H{_pﬁ' tlons | :
| -0 . R N
(- ““N\ “::»_:‘s:fa gl cplogser b eshibiviag professionsifsn -
.ﬂ LN W ’ ! ‘T
1 G Shows that_bo/she is dependahle in ehy of fice situation ‘
v =
D. Shows initiative in gainiag professional advancehents j'ﬁ
#
| Comnents: |
) ‘

AREA OF COVRETENCY: JOB SPERINC SKILLS

A ‘-
ARTLOF CVeTey: SOCIAL A0 BUSINESS ETTUUETIE \\\
Ay
A, Displags proper sacial etiquette N
8. Displavs proper business eriquette
CA
 Conpents:
E) no i ,, ‘ ,
)

"A, ldentifies job opportunities for which he/she is qualified

B. Preparcs for job interview \




MINTUY SECONDARY - POST sncomé

PROGRAY [,
_ ) STANDARD JRATTNG | VR, | INSTR, JRATING [YR, f!l s
D." Follows-ip on the job interview

3

Conments:

t

)

Statements of competencies can be graded at either the secondary or post-secondary level.

4
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K!, ’ “ Developers: Human Relations and Personal Development
' - Tte i
\ PR , _
¥s. Linde Anderson ' | M5, Linde Jeffries . . Ms, Ann Ellinson
futchinson AVLILL © Moorhead A.V.T.I, * Moorhead ANV LI,
L HutchiﬁSoQ? MV 55350 810 Fourth Avenue South 810 Fourth AVenue South
. * Moorhead, MY 56560 ‘ « Noorhead, M 56560
Mr, Milo Loken ' .- . Ms. Mary Ruprech, M, Villa Campbell
Hennepin Technical Cemter North . . Word Processing Menagenent S, Cloud AV.DLILL
. 9000. Sorth T8k Avenue Congultant o oh, Clead, 5630
~ Brooklyn Center, Mi* 554L5 ~ 140 West Myrtle Street SR ]
. J - Duluth, MF' 55881 . - |
fMgés Shirfey Buckholz ~ . Ms, Cheryl Boche | B Ms, Katheryn Simonson
Minnetonka High School | South Washington, Co, Schools Brainerd AV.T,I,
1830 Highvay T | - Park High 300 Quince Strest
Mimnetonks, MY 55343 Cottage .Grove, MN 5501? A Brainerd, MV 56401
¥s, Marlene Paulcowitz | Mr, Frahk Starke: . . Mr, Dennis Lyngen «
'. 916 AoVoToIcp ) - : ‘ ! . Alexa.ndri& AnVnTcIo I Alex&ndri& A;@.TQI;
3300 Century Avenue . Mexandria, MV 56308 Alexandria, MY 56308

Wite Bear Lake, MV 55110

M. Dave Teske | . | | . o
HlltChinﬂon AOVtTlIo , - { ' ! ‘ ‘ I°4.4‘ . /
~ Hutchinson, MV 55350 SRR |
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